THE FOLLOW NG | NFORMATI ON |'S PROVI DED TO ASSI ST YOUR COMVAND | N PROCESSI NG
COWM SSI ONI NG PAPERWORK AND TO PRECLUDE ANY PAY DI SCREPANCI ES. COVPLI ANCE

W TH ALL REQUI REMENTS W LL UNDOUBTEDLY ALLEVI ATE PAY AND PERSONNEL PROBLEMS.
OUR ULTI MATE GOAL IS TO ENSURE THE MEMBER HAS A SMOOTH TRANSI TI ON TO THE NEW
STATUS AND TO AVO D ANY PAY DI SRUPTI ONS.

PRCSPECTI VE OFFI CERS' EACS MJUST BE AT LEAST 2 MONTHS BEYOND THEI R DATE OF
COW SSIONING. | F NOT, REQUEST RESPECTI VE COMMANDS EXECUTE A TWO MONTH
EXTENSI ON OF ENLI STMENT TO ALLEVI ATE POSSI BLE BREAKS | N MONETARY ENTI TLEMENTS
IN THE DIM5 PAY SYSTEM

PLEASE PROCESS THE FOLLOW NG TRANSACTI ONS | N THE SEQUENTI AL ORDER | NDI CATED
PRI OR TO THE NEW OFFI CER' S DETACHVENT:

STEP 1) MAIL THE ORI G NAL SI GNED OATH OF OFFI CE (NAVPERS 1000/ 4) TO PERS 803.
THE CATH OF OFFI CE MUST BE DATED AND SI GNED ON THE FI RST DAY OF THE

COWM SSI ONI NG MONTH.

STEP 2) CONVERT THE MEMBER TO OFFI CER STATUS BY PROCESSI NG A Q06 I N SDS OR
USI NG THE CONVERSI ON/ REVERSI ON PANEL | N NSI PS.

STEP 3) ENSURE THE ABOVE DOCUMENT | N STEP (2) POSTS BY CHECKI NG OPI NS

( OFFI CER PERSONNEL | NFORMATI ON SYSTEM), SCREEN |22, FOR A F8 TAC LINE. TH' S
TRANSACTI ON NORMALLY TAKES 24-48 HOURS TO POST IN THE SYSTEM ONCE I T
REFLECTS, PROCEED TO STEP 4. THI S IS AN | MPORTANT PROCESS BECAUSE W THOUT
THE F8 LINE, ALL OTHER DOCUMENTS W LL REJECT CAUSI NG THE MEMBER MAJOR PAY
PROBLEMS.

STEP 4) CREDIT THE MEMBER FOR ENLI STED TI ME BY TRANSM TTING A MO8 I N SDS OR
USI NG THE PERSONNEL MAI NTENANCE/ SERVI CE DATES PANEL | N NSIPS. THI S WLL
UPDATE THE MEMBER S STATUS FROM O1L TO OLE.

STEP 5) PROCESS A M.33 AND A 5903 IN UM DS. M.33 REPORTS OFFI CER

CONFI RVATI ON OF ACCESSI ON AND A 5903 GENERATES $400. 00 OFFI CER CLOTHI NG
ALLOMNCE.

STEP 6) PREPARE A DD 214 FOR WARRANT OFFI CERS ONLY AND CLOSE QUT ENLI STED
SERVI CE RECORD. COWOS ARE PERMANENT APPO NTMENTS AND ARE REQUI RED TO HAVE A
DD214, PER REFS B AND C. LIM TED DUTY OFFI CERS (LDO) ARE TEMPCORARY APPQO NTED
AND SHOULD NOT HAVE A DD 214 PREPARED UPON COWM SSI ONI NG PLEASE DO NOT
TRANSM T ANY SEPARATI ON DOCUMENTS I N THE SYSTEM SUCH AS L28/ E503 OR STRENGTH
LOSS I N NSI PS. PREPARI NG SEPARATI ON DOCUMENTS FOR NEWY COWM SSI ONED OFFI CERS
WLL RESULT I N MAJOR PAY PROBLEMS.

I T 1S | MPERATI VE MEMBERS RECEI VE ADVANCE PER DI EM FOR THE FI RST 30 DAYS OF
LDQ' CWO | NDOCTRI NATI ON PRI OR TO DETACHI NG YOUR COMVAND. PER DI EM | S REQUI RED
FOR EXPENSES THAT W LL BE | NCURRED UPON ARRI VAL TO PENSACOLA. IT IS
RECOMMENDED THE MEMBER RECEI VE $15. 00 FOR LODA NG | N THE BACHELOR OFFI CER
QUARTERS (BOQ) AND $22. 00 FOR PROPORTI ONAL MEAL RATE (PMR).



